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MEMORANDUM FOR: Associate Deputy Director for Administration
STAT  FROM:

Director of Training and Education

SUBJECT: Request for Procurement Services

l. Attached are several Requests for Procurement
initiated by Secretarial Training Branch, Secretarial,
Administrative, and Communication Training Division/OTE for
contractor services for the remainder of FY86. Submission at -
this late date has been necessitated by contractor availability.

. 2. Also, the Secretarial Training Branch, a newly
established branch, and still not fully staffed, is attempting
to schedule additional runnings of courses in order to provide
secretaries the opportunity to meet requirements that may
affect their ranking in the near term.

STAT_

5 AUG 1986
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STAT
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"ROUTING AND. TRANSMITTAL SUP 8-15-86
TO: (Name, office symbol. room number, Initiats | Date
) ”d'n‘. mnq/ mo B t
1. A/DDA :
JAction File Note and Retum
) —]Appmval For Clearance Per Conversation
As Requested - For Correction Prepare Reply
Circulate - For Your Information See Me
Comment investigate Signature
[Coordination Justifty ‘ .
REMARKS _
Hank: : o |

Attached are after Logs deadlines and néed your

approval.
program.

One is to spenJE:::::::]that was

A1l are for our secretaria] training

transferred from

-DO for tra1n1ng for secretaries 1n field.

The other is for extra runnings of courses to

" meet requests in the queue.

DO NOT use thls form as a RECORD of approvals, cqncumnces disposals,
clearances, and similar actions

ency/Post). .

~Director of Training & Education

.| Room No.—Bldg.
1026 C of C

F

5041-102
’ *USGPO:1983421-529/320

omos“l- Fg&u 41 (Rev. 7-76)
FPUR (41 CHR) 101-11.206
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o 14 Aug yes

o YR,MEMORANDUM FOR' ’AssooiateypeputyjDirectorrforgAdministrat;on‘ﬁ*'
STAT' ",:FRom- o | PR

‘Dlrector of. Tralnlng and Educatlon '

SUBJECT{~»'_ . "”FY86 Request for Procurement SerV1ces -:ﬁ{:-_,<> L
K E ’-’?SklllBurlder Secretarlal[clerlcal,TralnlngAProgram'

. . : ”71; “on.. 12 August 1986, Chlef DO Career Tralnlng transferred
STAJif% hnto our. FY86 tralnlng budget..to’ ‘financially assist our

.. ObJjective to provrde DO fleld secretarles w1th a self—study tralnlng
' program. : S . . S

The DO'feels, as do we, that every efrort should be made to
: ~exped1te the dlssemlnatlon of ‘this self—study program to the field .
i in order to.offer our fiéld .secretaries the same- benefit of tralnlng
already be1ng prov1ded to. other Agency secretarles through the ‘ ‘

Secretarlal Tralnlng Program.w : « S 3

3. We rea117e at: thls late date tnat we are not in- compllance
.w1th FY86" subm1551on deaollnes._ However,,con81der1ng that these .- ,
funds are ]ust now belng made avallable'to us, and the 1mportance of'
our mission, we respectfullj request your approval for thle "
expendlture. ‘ iy . e

STAT.

STAT wu.
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How to Bring
A CareerTrack Program to Your Organization

Like yourself, many professionals have benefited from Careerlrack’s various
seminars, workshops and one-day briefings. Many have felt strongly enough
about sharing the information with colleagues that they have ‘‘championed’’
bringing the program on-site to their organization. You can do the same!

Our Proven Track Record

All of CareerTrack's highly-rated public seminars can be presented privately
(on-site) at your organization. We have conducted hundreds of on-site seminars for -
organizations of all kinds, from Fortune 500 companies to major government
agencies to local associations. We've arranged everything from a one-hour speech
to a five-day seminar. Don’t hesitate to ask us about special arrangements. '

On-Site Benefits -

It's. simple to organize your company's on-site seminar. Just call us toll-free
at 800/325-5854 and, we will put you in touch with your area program consul-
tant. Your questions will be answered and an information packet sent with
complete details. The key benefits are that on-site training is cost-efficient (the
cost per person is considerably less that attending public seminars), and that the

‘program curriculum can be tailored to fit your specific training needs. In addition,” " = °

CareerTrack produces other programs in a'public and on-site format in over 350 ‘
cities across North America. Please refer to the reverse side for a brief description
of each program we offer. :

Promotional Support

CareerTrack provides on-site customers promotional support such as our
award-winning brochures to circulate among your colleagues, friends or whomever
you'd like to participate in the seminar. We have media clippings on our speakers,

-and can suggest ways to make your own custom brochures effective. In addition,

we'll supply copies of our informative ‘10 Tips On How To Get The Most Out Of
This Program’’ to heighten awareness before the seminar to achieve maximum
results after it. We also have ideas to help you generate additional revenue.

Call or Write Us Today . .

For ‘more information on arranging your organization's on-site program just
call us toll-free at 800/325-5854, or fill out the coupon below and mail to the
attention of our On-Site Department. We're CareerTrack, we're one of the nation's
largest and fastest-growing training firms, and we're happy to assist you in
making your on-site program a success! ‘

For more information call toll-free 1-800-325-5854 or return this form today.

Name ____ . ... . _ . Title _ : e

Organization e i} Number of People in Company
Street — N 5 1A
State 2 2ip L . Telephone {_. ___) Ext. _._. -

The program I'm most interested inis . . N

. | Send information only
! | Have a CareerTrack program consultant call (information will be sent first)

Returh to: CareerTrack, Inc., 1800 38th Street, Boulder, CO 80301
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